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This guide is designed to educate your organization’s service or maintenance team 

members in better understanding how they can manage service-related items for 

your fleet, by utilizing Tesla for Business.
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We offer two types of service appointments:

• Service Center visits which require you to bring the vehicle to a 
Tesla Service location.

• If your service can be done outside of a Service Center, a Mobile 
Service Technician can visit you and perform the service at your  
preferred location.

Note: Some service work can only be completed by visiting a Service Center. The type of service 

appointment will be advised once a service appointment is scheduled and reviewed.

Learn
Tesla Service

Schedule
Use Tesla for Business or 
Tesla App to submit service 
concerns and schedule an 
appointment

Estimate
Through remote diagnostics 
and physical assessment, a 
cost estimate is generated

Invoice
A final invoice is generated 
and provided to the Payment 
Responsible party

In-Progress
With a cost estimate approval, 
a service technician can begin 
the work 
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User Roles Permissions

Admin

• Full Access
• Add / Remove Vehicles
• Add / Remove Users
• Edit User Roles
• Approve / Deny Owner Transfer Requests

Finance Manager
• Account page
• View invoices for Purchases, Supercharging, and Service
• Add / Update Payment Methods and Billing Information

Fleet Manager

• Fleet page and limited Account page controls
• Add / Remove Drivers 
• Manage Payment Responsibilities
• Buy and Manage Upgrades (including Subscriptions)

Order Manager

• Order page
• View Orders
• Update Order Details
• Complete Order “Assignments” i.e. Add PO Number, Add Driver
• Complete Order “Delivery Details”

Order / Fulfilment Manager

• Order page
• Create and View Orders
• Update Order Details
• Complete Order “Assignments” i.e. Add PO Number, Add Driver
• Complete Order “Delivery Details”

Service Manager

• Service page
• Create / Edit Service Appointment
• View Service Appointment
• View Recalls
• View Cost Estimates
• Approve / Deny Cost Estimates

In the Account page, an Admin user may add additional users and 
assign them a user role (Figure 1).

Admin and Service Manager are the two roles that can utilize the 
Service page of Tesla for Business.

Learn
User Role

Figure 1
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Save your Service Payment Method (A)

Add or Edit your Service Invoice Billing Details and your Service 
Approver Contact (B)

Select “Manage” to edit Default Payment Responsibility (C) 

Note: Default Payment Responsibility settings only affect New Orders. Visit the Fleet page to make 

Payment Responsibility setting changes to your existing vehicles.

Learn
Billing Information

A

B

C
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The Overview and Cost Estimate tools in Tesla for Business require a 

vehicle’s payment responsibility to be set your organization (the “Owner”).

Payment Responsibility refers to who will pay for Service. It can either be set 

to your organization as the “Owner”  or to an assigned “Driver”. By default, 

the “Owner” has Payment Responsibility, as the Owner of the vehicle.

Tesla for Business users who are: Admins, Order Managers, or Fleet Managers 

can adjust a vehicle’s Payment Responsibility settings.

• Pre delivery: Use the Orders page, select the Order Details and edit the 

“Assignment” information of the Order

• After delivery: Use the Fleet page, select the VIN Details then edit the 

VIN’s Payment Responsibility settings (see Figure 1)

Note: Tesla is not responsible for maintaining and updating your fleet’s Payment 

Responsibility settings. Maintaining accurate Payment Responsibility settings are vital 

in ensuring any post-delivery services are billed to the correct party. 

We urge you to periodically audit your Payment Responsibility settings under the 

Fleet page by downloading a Fleet report, which contains this information.

Type Payment Responsibility Accepted Payment Methods

Service

Owner Credit Card

Driver Credit Card

Figure 1

Table 1

Learn
Payment Responsibility
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Overview
Page Navigation

B

Schedule Service Appointment (A)
View Pending Cost Estimates (B)
Toggle between In Service and Upcoming Appointments (C)
Vehicle and Appointment Details (D)
Estimated Completion Date (E)
Cost Estimate number and link for details (F)
Service Appointment Status (G)
Service Appointment Cost (H)

C D E F G H

A
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Overview
Quick Controls

Select the three-dot menu icon ⋮ to find quick controls related to a service 
appointment.

• View Appointment
• View Estimate
• Approve Estimate
• Deny Estimate
• Download Estimate

A
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Overview
Appointment Details

A

Appointment Details (A)
Toggle between Overview and Cost Estimate (B)
Service Location name and address (C)
Estimated Completion Date (D)
Service Concerns summary (E)
Contact Details (F)

B

C

D

E

F
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Overview
Cost Estimate Details

Appointment Details (A)
Toggle between Overview and Cost Estimate (B)
Cost Estimate Total and Status (C)
Service Concerns summary and amount breakdown (D)
Estimated Amount Due (E)

A

B

C

D

E
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Select the blue Schedule Service button on the top-right hand corner 
of the Service page to begin.

Schedule Service
Begin
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Enter the VIN number of your desired vehicle. You may search by 
either complete VIN Number or last 6-digits.

Note: If a vehicle has an upcoming Service Appointment or in Service Center possession, 

requesting an additional service appointment will not be available.

Schedule Service
Select Vehicle
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Schedule Service
Concern Details

Provide a detailed summary or description of your service concern. 
You may add up to 10 concerns, per Service Appointment request.
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Schedule Service
Location & Time

Enter your preferred service address to select a Tesla Service 
location. If your concerns are mobile service capable, a mobile service 
location will be made available.

Scroll down to select a date & time that is convenient for you.

Scroll Down for Date & Time Selection
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Schedule Service
Contact Details

Change or confirm the service visit contact details specific for this 
service appointment.

Your Service Invoice Billing Details will be displayed. For any 
changes, visit the Account page and edit your Payment settings.
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Review and verify your appointment details before proceeding.

• Tesla Service location
• Concern Details
• Contact Details

Select Confirm Appointment to submit your entry.

Schedule Service
Review
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Your newly created service appointment can be found under your 
Upcoming Service Appointments by selecting the Service Overview
button.

Note: Upon review and diagnostics of your concerns, a Cost Estimate will be generated for your 

review and approval within your Tesla for Business account (see Page 23). An approved estimate is 

required to authorize your requested repair.

Schedule Service
Success Message
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Schedule Service
Edit or Cancel Appointment

While viewing the appointment details, scroll down to find the
Edit Appointment and Cancel Appointment buttons to make your 
selection
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You may edit the following appointment details:

• Location & Time
• Concern Details
• Contact Details

Note: To edit the selected vehicle or VIN of a Service Appointment, Cancel the existing 

appointment and schedule service for the desired or accurate vehicle.

Schedule Service
Edit Appointment



20C O P Y R I G H T  2 0 2 3  T E S L A  I N C . P R O P R I E T A R Y  A N D  C O N F I D E N T I A L

Schedule Service
Edit Confirmation

A Success Message will appear, once your service appointment is 
updated.

Your newly updated service appointment can be found under your 
Upcoming Service Appointments by selecting the Service Overview
button.
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Schedule Service
Cancel Appointment

Confirm you are cancelling the desired appointment and vehicle.

Select Yes, Cancel to confirm our cancellation.
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Schedule Service
Cancel Confirmation

A Cancel Confirmation message will appear, once cancellation is 
complete.
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Cost Estimate
Page Navigation

G

EB C D

Appointment Details (A)
Appointment Date and Estimate Date (B)
Approval Status (C)
Cost Estimate amount (D)
Settings to update your Service Approver contact information (E)
Filter to sort this report (F)
Toggle buttons to access quick actions (G)

F
A
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Using the toggle buttons, you can perform quick actions such as:

• View Estimate

• Approve Estimate

• Deny Estimate

• Download Estimate PDF

Cost Estimate
Controls
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Cost Estimate
Controls

Select the Settings button to update your Service Approver email 
address, which will be notified of any cost estimates that require 
approval
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Cost Estimate
Controls

Enter your desired Service Approver Email Address and Phone Number 
then press save to update your settings
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Selecting the Estimate # link will reveal the cost estimate details on 
the right side of the pageCost Estimate

Details
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Cost Estimate
Details

A

B

C

D

Appointment details including appointment type and address (A)

Service summary of estimated work and cost (B)

Cost Estimate PDF to view, download, or print the PDF  (C)

Approve or Deny the Cost Estimate (D)
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Cost Estimate
View or Download PDF

Select the Cost Estimate link to view, download, or print the PDF
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View, download, or print the Cost Estimate PDFCost Estimate
View or Download PDF
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Select the Approve Estimate button to proceed with your approval

Warning: An Approved Estimate is required to authorize Tesla to begin your requested service 

work. Failure to provide a Cost Estimate decision may result in Tesla refusal to begin your requested 

repair and delayed service completion.

Cost Estimate
Approve
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Enter a message or note you want to appear on the Service Invoice 
document which will generate once the appointment is completed.

You may also utilize this field for Approval or PO Numbers which will 
be visible on the invoice document as “notes.”

Note: For specific instructions regarding this cost estimate or appointment, contact the Service 

location directly. This message or note will only appear on the invoice document.

Cost Estimate
Approve
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A success message will display to confirm your ApprovalCost Estimate
Approve
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Select the Deny Estimate button to proceed with your decisionCost Estimate
Deny
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Provide a Reason for denying; selecting “Other” will enable a message 
box for you to provide more details about your decisionCost Estimate

Deny
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A success message will display to confirm your Deny decisionCost Estimate
Deny
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Recalls
Page Navigation

The Recalls report will display all Recalls your vehicles are subject to. 
Using the controls, you can filter and export a .csv report

Recall Name (A)
Recall Date Released (B)
Affected Vehicles (C)

A B C
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Recalls
Recall Details

Selecting a Recall will reveal the Recall Details on the right side of the 
page. You may select between: Info, Vehicles, and Action to learn more

Recall Name (A)
Select Info, Vehicles, and Action (B)
Recall Number (C)
Recall Date (D)
Recall Description and Safety Risk (E)

A

B
C
D

E
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Recalls
Recall VIN List

Selecting Vehicles will reveal a list of all affected vehicles

Search for a specific VIN or Export a .csv report of affected 
vehicles
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Recalls
Recall Action

Selecting Action will reveal recommendations: how to address, 
mitigate, or complete the Recall
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